
DEPARTMENT OF GENERAL SERVICES RECORDS 
MANAGEMENT DIVISION RECORDS RETENTION AND DISPOSAL 
SCHEDULE 

Schedule No. 2492 

Page 1 of 5 

Agency Division/Unit 
Maryland Department of Agriculture - MAICS - Weights and Measures Section 

Item No. Description 
Supersedes Schedule 2321 

Retention 

1. 

2. 

Correspondence 

A. General - Contains section-initiated 
correspondence of a general nature addressed to the 
private sector, individual firms or other agencies. 

B. Administration - Contains section administrative or 
laboratory unit initiated letters and memoranda to 
section personnel pertaining to working policies and 
procedures. 

C. Policies/Interpretations - Contains section-initiated 
memoranda, letters and other published statements 
pertaining to operating policies or interpretation relative 
to laws, regulations, devices, etc. which are sent to and 
affect the private sector; usually to similar interest 
private sector groups and/or individual firms. 

Device Inspection Reports - Contains original copies of 
initial and subsequent reports of inspection and test, 
divided by county and business. Includes inspection 
reports for the following devices: large capacity scales, 
medium capacity scales, small capacity scales, large 
liquid measuring devices, small liquid measuring 
devices, vehicle tank meters, LPG/vehicle tank meters, 
LPG/stationary, grain moisture meters, length 
measuring devices and miscellaneous reports (delivery 
tickets, railroad track scales, etc.). 

Retain in office for 4 years 
then destroy. 

Retain in office for 5 years 
then destroy. 

^creen and r e t a i n per-' 
rianently a l l i i i a t e r i a l 
\rhich serves to document 
1;he o r i g i n , f u n c t i o n s , 
qlevelopment and accomp-
ishments of the u n i t , 
hen t r a n s f e r p e r i o d i ­

c a l l y t o the State A r c h i v e 
Destroy a l l other mat-
( i r i a l s which has ceased 
to have any a d m i n i s t r a ­
t i v e v a l u e . 

Retain in office for 5 years 
then destroy. 

Schedule Approved by Department,~Agency, 
or Division Representative. 
natP / A / / ^ 9 

Typed Name Richard W. Wotthlie 
Title Chief. Weights and Measures 

Schedule Authorized by State Archivist 
Date Z^^i\ ^ 

Signature 

DOS 550-1 
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MANAGEMENT DIVISION RECORDS RETENTION AND 
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Schedule N0.2492 DEPARTMENT OF GENERAL SERVICES RECORDS 
MANAGEMENT DIVISION RECORDS RETENTION AND 
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Agency Division/Unit MAICS 
Maryland Department of Agriculture Weights and Measures 

Itenn No. Description 
Supersedes Schedule 2321 

Retention 

3. Packaae InsDection ReDorts - Contains oriqinals 
of all the inspection reports pertaining to 
packaged commodities. Forms used are Random 
Package Inspection Reports and Standard 
Package Inspection Reports. 

Retain in office for 5 
years then destroy. 

4. Reports of Tests (Laboratorv) - Contains 
laboratory initiated test reports for standards 
used to determine the accuracy of weighing and 
measuring devices. The standards are used by 
the private sector, other State agencies and State 
local weights and measures programs. 

Retain in office for a 
minimum of 5 years then 

destroy. 

5. Reports of Reiection (Laboraton/) - Contains 
reports of notices of rejection, initiated by the 
Metrology Laboratory, on items failing to meet 
specifications or tolerances. Issued when no 
corrective action is anticipated or is possible. 

Retain in office for a 
minimum of 5 years then 

destroy. 

6. Traceabilitv Reports (Laboratory) - Contains 
National Institute of Standards and Technology 
and Maryland laboratory reports of tests and 
accompanying data sheets required as proof of 
traceability to National Standards. 

Retain in office for the 
life of the standard then 

destroy. 
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MANAGEMENT DIVISION RECORDS RETENTION AND 
DISPOSAL SCHEDULE (Continuation Sheet) 

Schedule No. 2492 DEPARTMENT OF GENERAL SERVICES RECORDS 
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Agency Division/Unit 

Item No. Description 
Supersedes Schedule 2321 

Retention 

7. Investigations 

A. General - Contains section-initiated 
investigations \Nh\ch may result in the 
development of regulations, changes of program 
emphasis, etc. 

Retain in office for 5 
years then destroy 

B. Complaints - Contains written investigation 
reports completed as a result of complaints 
originating from outside sources (consumers, 
private industries, etc.). 

Retain in office for 5 
years then destroy 

C. Section/Inspector Initiated - Contains written 
investigations resulting from staff initiated action 
on observed or suspected violations' not from 
external sources. 

Retain in office for 5 
years then destroy 

8. License Examinations and Fee Receipts -
Contains examinations taken during a specific 
year for registered calibrators, milk tester or 
registered calibrator/milk tester licenses; exam 
fee receipt is attached to completed exam. 
Forms included are application for Registered 
Calibrators of Farm Milk Tanks, License 
Examinations and Milk and Fluid Dairy Products 
Tester's Examination Supplement. 

Retain in office for 3 
years then destroy. 

9. License Applications: Completed - Contains 
completed applications denoting issuance of 
licenses for registered calibrators, milk testers 
and a combination license Registered 
Calibrator/Milk Tester. 

Retain in office for 3 
years then destroy. 

file:///Nh/ch
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MANAGEMENT DIVISION RECORDS RETENTION AND 
DISPOSAL SCHEDULE (Continuation Sheet) 
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Agency Division/Unit MAICS 
Maryland Department of Agriculture Weights and Measures 

Item No. Description 
Supersedes Schedule 2321 

Retention 

10. Purchase Orders and Invoices - All Obiect 
Codes - Contains section initiated purchase 
orders, completed invoices and receiving reports 
for items/services obtained in a specific fiscal 
year. 

Retain in office for 4 
years then destroy. 

11. Fiscal File 

A. Budget Infonnation - Contains the Weights 
and Measures Section fiscal year ledgers and 
MDA budget print-outs. Also includes documents 
showing any fees received for licensing or 
services rendered and a record of deposits. 

Retain in office for 4 
years then destroy. 

B. Budget Request and Preparation - Contains 
copies of section requests, departmental 
confirmation and results of General Assembly for 
separate fiscal years. Includes infonnation 
relative to development of budget requests. 

Retain in office for 4 
years then destroy. 

12. Leqislative File 

A. Development and Supporting Documents 
(Departmental/Section Regulations) - File 
consists of any retained documents relative to 
regulations. May include results of section and 
other hearings. 

Retain in office for 6 
years then destroy. 

B. Preparation/Supporting Data and Testimony 
(Departmental Bills) - Contains all Weights and 
Measures bills filed by bill number and year. 

Retain in office for 6 
years then destroy. 
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Agency Division/Unit MAICS 
Maryland Department of Agriculture Weights and Measures 

Item No. Description 
Supersede.s . Schednl p 2321 

Retention 

C. Testimony on Regulations (Non-
Departmental) - Contains any written testimony 
presented by Weights and Measures at public 
hearings of other State or Federal agencies 
relative to regulations. 

Retain in office for 6 
years then destroy. 

D. Testimony (Non-Departmental Bills) -
Contains copies of any written testimony 
presented to the General Assembly of bills other 
than Weights and Measures. 

Retain in office for 3 
years then destroy. 

13. General Office Information (Miscellaneous) -
Contains reports of accident/theft or loss; copies 
of accident review board cases, charge receipts, 
inventory records and equipment records. 

Retain in office. Screen 
annually and destroy 

that material which has 
ceased to have any 
administrative value. 

14. Office Personnel Information - Contains vehicle 
log copies, inspector summary sheets and time 
sheets. 

Retain in office for 3 
years then destroy. 

15. Weiqhinq and Measurinq Device Applications 
and Certificates - Contains copies of weiqhinq 
and measuring device registration applications 
and certificates. 

Retain in office for 4 
years then destroy. 

16. Service Aqencv and Service Technician 
Reqistration Information - Contains applications, 
tests, reports of test for equipment and various 
forms for each Service Agency and Technician. 

Retain in office. Screen 
annually and destroy 

that material which has 
ceased to have any 
administrative value. 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

AGENCY RECORDS INVENTORY 

P A G E •'• O F 

1. Department/Agency 

MD Dept of Agri c u l t u r e 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

n F F i N i T i n N - R F C n p n R F R I E S : A arouD of related records nomiallv filed and used as a un t for reference as well as retention and disposition purposes. 

4. Record Series Title 

Correspondence Group A. General and B. Ad m i n i s t r a t i 
S.Ear i ias lYearOatestYoar 

on 
to 

6. Record Series Description {Briefly descrilM the types o( inlormaUon/documems/lornis found in ttie series. Include the purpose or function of the series.) 

A. General - Folder consists of section i n i t i a t e d correspondence of a general nature 
adressed to the priv a t e sector. Individual firms or other agencies. 
B. Administration - Folder consists of section administrative or laboratory unit 
i n i t i a t e d l e t t e r s and memoranda to section personnel pertaining to working p o l i c i e s 
and procedures. 
7. ReconI Series Fomial(s) List all 

5[Lelter S l je 0 Micronim 

J^eoal Size D Computer Tape 

a Audio Tape G Floppy Disk 

• Bound Book D V W e o T a p e 

n other (.^nonifyl 

e. Record Series Sequence 

Alphalietical 

0 Numerical 

• Chronological 

• Geographical 

n n i h « r (spnnlfy) 

9. Volume 

^Fi leDrawer(8) 

0 Micronim Reel(s| 

^ • Comouter Taoefs) 

Number 

a other (specify) 

7. ReconI Series Fomial(s) List all 

5[Lelter S l je 0 Micronim 

J^eoal Size D Computer Tape 

a Audio Tape G Floppy Disk 

• Bound Book D V W e o T a p e 

n other (.^nonifyl 

e. Record Series Sequence 

Alphalietical 

0 Numerical 

• Chronological 

• Geographical 

n n i h « r (spnnlfy) 

10. Annual Accumulation 

File Drawer(s) 

• Mterofilm Reel(s) 

• Comouter Taoefs) 
Number 

• Other (specify) 

11. File is Used 

X Daily D Weekly • Monthly • Annually 

12. RIe Becomes Inactive After 

^ • MonlWsl X Yearts) 

Numtwr 

13. Cunen l Location(s) (BIdg., Roor, Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series Duplicated Elsewhere? (II yes. specify agency or office.) 

• Y e s X) No 

15. Access Restrictions (If Y e s . cite Law(s) i Regulallon(s) 

a Yes ^ No 

16. Audit Requirements 

X None D Slate 0 Federal • Independent 

D Yes X No 

18. Recommended Retention 

Retain i n o f f i c e iiar 4 years (A. General) 
for 5 years (B. Administration) then 
destroy. 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Date 

January 12, 2009 

D G S 550-4 (Rev. 1/93) 



1. Department/Agency 

MD Dept of Agriculture 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A arouD of relat 2 d records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

Correspondence Group C. P o l i c i e s / I n t e r p r e t a t i o n s 
5. Eariiest YearA.alest Year 

to 

6. Record Series Description (Briefly describe the types of Inlormation/documents/Ionm found in (he series. Include the purpose or function of the series.) * i_ j 

C. Folder consists of section i n i t i a t e d memoranda, l e t t e r s and other published 
statements per t a i n i n g to operating p o l i c i e s or i n t e r p r e t a t i o n r e l a t i v e to laws, 
regulations, devices, etc. which are sent to and a f f e c t private sector; usually to 
s i m i l a r i n t e r e s t private sector groups and/or i n d i v i d u a l firms. 

7. Record Series Format(s) Ust all 

fetter Size • Microfilm 

^ e g a l Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n Olhftr (spftrify) 

8. Record Series Sequence 

yi AlphabetKal 

• Numerical 

• Chronological 

• Geographical 

n nthftf (npRrlfy) 

9. Volume 

^ File Drawer(8) 

• Microrilm Reel(s} 

7 n Comouter Taoefs) 

Number 

n fHhnr (spftclfy) 

7. Record Series Format(s) Ust all 

fetter Size • Microfilm 

^ e g a l Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n Olhftr (spftrify) 

8. Record Series Sequence 

yi AlphabetKal 

• Numerical 

• Chronological 

• Geographical 

n nthftf (npRrlfy) 

10. Annual Accumulation 

^ File Orawer(s) 

• Microfilm Reet(s) 

• Comouter Taoefs) 

Number 
• Other (spedfy) 

11. Rle is Used 

dCoaily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

10 n Monlhfal X Yearfs) 

Number 

13. Current Location(s) (BIdg.. Roor. Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Y e s 5^ No 

15. Access Restrictions (If Yes . cite Law(s) & ReQulation(s) 

• Yes ^ No 

16. Audit Requirements 

None • State • Federal • Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

0 Yes X No 

18. Recommended Retention 

Retain i n o f f i c e . " Screen annually 

19. Name and Title of Preparer 

Richard W, Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Date 

January 12, 2009 

D G S 550-4 (Rev.'1/93) 

Instructions -Type or Print a separate form for 

each new or revised/ecord series. Fonward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

P A G E ? O F 



Instructions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 
Instructions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E 3 O F 

1. Department/Agency 

MD Dept of Agriculture 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A qroup of related records normally filed and used as a un t for reference as well as retention and disposition purposes. 
4. Record Series Title 

Device Inspection Reports 
5. Eariiesl Year /Utes I Year 

to 

6. ReconI Series Description (Brielly describe the types ol inlomiatton/documents/lomis found in the series. Include the purpose or function of the series.) j j • j j v 

O r i g i n a l copies of i n i t i a l and subsequent reports of inspection and te s t , divided by 
county and business. Includes inspection reports f o r : large capacity, medium 
capacity and small capacity scales, large l i q u i d measuring devices, small l i q u i d 
measuring devices, v e h i c l e tank meters, LPG/vehicle tank meters, LPG/stationary, g r a i i 
moisture meters, length measuring devices and miscellaneous reports. 

7. Reconj Series Forniat(s) List aD 

f e t t e r Size • Microfilm 

^ e g a l Size Q Computer Tape 

a Audio Tape • Floppy Disk 

• Bound Book a Vkleo Tape 

n other (snncilvl 

8. Record Series Sequence 

X Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n nthpr fnpAftlfy) 

9. Volume 

RIe Drawer(8) 

• Miororilm Reol(s) 

• Computer Taoefs) 

Number 
n other (apeclfvl 

7. Reconj Series Forniat(s) List aD 

f e t t e r Size • Microfilm 

^ e g a l Size Q Computer Tape 

a Audio Tape • Floppy Disk 

• Bound Book a Vkleo Tape 

n other (snncilvl 

8. Record Series Sequence 

X Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n nthpr fnpAftlfy) 

10. Annual Accumulation 

^ RIe Orawer(s) 

• Microfilm Reel(s) 

• Computer Tapefs) 

Number 
D Other (specify) 

11. R i a l s Used 

Oj^ai ly • Weekly 0 Monthly OAnnuaDy 

12. Rio Becomes Inactive After 

5 • Monthlsl X Yearfs) 

Number 

13. CunentLocation{s) (BIdg., Roor. Room) 

5 0 Harry S Truman Parkway 
Annapolis, MD 2 1 4 0 1 

14. Is Record Series Duplicated Elsewhere? (If yea, specify sgency or office.) 

• Yes Xl No 

15. Access Restrictions (If Y e s . cHe Lav»(s) Si Regulation(s) 

• Yes ^ No 

16. Audit Requirements 

D None X Slate 0 Federal • Independent 

17. Is an Index System used? If yes. explain brielly and describe requiromenls 

0 Yes X No 

18. Recommended Retention 

Retain i n o f f i c e for 5 years then 
destroy. 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

4 1 0 - 8 4 1 - 5 7 9 0 

21. Date 

January 1 2 , 2 0 0 9 

D G S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 
Instructions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

P A G E 4 O F 

1. Department/Agency 

MD Dept of Agriculture 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A group of related records normally filed and used as a un t for reference as well as retention and disposition purposes. 
4. Record Series TOe 

Package Inspection Reports 
5. Earilesl Yearn^lest Year 

to 

6. Record Series Description (Brielly describe the types of infomiation/documenta/fomis found in the series. Inciude the purpose or function of the series.) 

O r i g i n a l s of a l l the inspection reports pertaining to packaged commodities. Forms 
used are Random Package Inspection Reports and Standard Package Inspection Reports. 

7. Record Series Formal(s) Ust aU 

J^etter Size 0 Microritm 

^egal Size 0 Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book 0 Vkjeo Tapo 

n Other fsnecilyi 

8. Record Series Sequence 

a Numerical 

0 Chronotogtoal 

0 Geographical 

• n Othnr/specify^ 

9. Volume 

RIa Drawer(s) 

• Microfilm Reel(s) 

• Comoular Taoefsl 
Nurhber 

n other (soeclfvl 

7. Record Series Formal(s) Ust aU 

J^etter Size 0 Microritm 

^egal Size 0 Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book 0 Vkjeo Tapo 

n Other fsnecilyi 

8. Record Series Sequence 

a Numerical 

0 Chronotogtoal 

0 Geographical 

• n Othnr/specify^ 

10. Annual Accumulatk>n 

5JRIeDrawor(s) 

0 Mkirorilm Reel(s) 

n Comouter Taoefsl 
Number 

• other (specify) 

11. R i a l s Used 

5f Daily • Weekly 0 l* inlhly • Annually 

12. RIe Becomes Inactive After 

^ a Monlhfsl X Yearfsl 

Number 

13. Current Location(s) (BIdg., Roor, Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Y e s X) No 

15. Access Reslriclions (II Yes , d i e Law(s) & Regulation(s) 

0 Yes ^ No 

16. Audit Requirements 

• None Estate • Federal D Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes X No 

16. Recommended Retention 

Retain i n o f f i c e for 5 years then destroy. 

19. Name and Tills of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Date 

January 12, 2009 

D G S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410.799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410.799-1930 

P A G E 5 O F 

1. Department/Agency 

MD Dept of Ag r i c u l t u r e 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A qroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. RecoR] Series Title 

Reports of Tests (Laboratory) 
5. Eariiesl Year/Latest Year 

to 

6. Record Series Description (BrieHy describe the types of mformaUon/documents/IonT^s found in the series. Include the purpose or (unction of the series.) _ 

Laboratory i n i t i a t e d test reports for standards used to determine the accuracy of 
weighing and measuring devices. The standards are used by the pri v a t e sector, other 
state agencies and state and l o c a l weights and measures programs. 

7. Record Series Foraiat(s) Ust all 

JQ-eltor Size 0 Microlilm 

^ e g a i Size • Computer Tape 

• Audio Tape 0 Floppy Disit 

• Bound Book • Vkleo Tape 

0 Other (SDeciM 

8. Record Series Sequence 

55 Alphabetical 

0 Numerical 

0 Chronological 

• Geographical 

n Othnr fennciM 

9. Volume 

^ RIe Drawer(s) 

0 Microlilm Reel(s) 

n Comnuler Taoefs) 

Number 
n Other (sneclfvl 

7. Record Series Foraiat(s) Ust all 

JQ-eltor Size 0 Microlilm 

^ e g a i Size • Computer Tape 

• Audio Tape 0 Floppy Disit 

• Bound Book • Vkleo Tape 

0 Other (SDeciM 

8. Record Series Sequence 

55 Alphabetical 

0 Numerical 

0 Chronological 

• Geographical 

n Othnr fennciM 

10. Annual Accumulalton 

gf RleDrawer(s) 

Q Mterorilm Reel(s) 

n Computer Taoefsl 

Number 
• other (specify) 

11. File is Used 

Daily • Weekly 0 Monthly 0 Annually 

12. File Becomes Inactive After 

5 n Monthlsl X Yearfs) 

Number 

13. Current Location(s) {BIdg., Floor, Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is ReconI Series Duplwated Elsewhere? (If yes, specify agency or office.) 

0 Yes Xl No 

15. Access RestricUons (II Yes , cite Law(s) t, Regulation(s) 

• Yes ^ No 

16. Audit Requirements 

• None • Stale 0 Federal D Independent 

17. I san lndex System used? If yes, explain briefly and describe requitements 

0 Yes X No 

18. Recommended Retention 

Retain i n o f f i c e for a minimum of 5 years 
then destroy. 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Date 

January 12, 2009 

D G S 560-4 (Rev. 1/93) 



X 

Instructions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 
Instructions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

P A G F 6 O F 

1. Department/Agency 

MD Dept of Agriculture 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A arouD of related records normallv filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Reports of Rejection (Laboratory) 
5. Eariiest Year/lJlesl Year 

to 

6. Record Series Description (Briefly desciitie the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Reports or notices of r e j e c t i o n , i n i t i a t e d by the Metrology Laboratory, on xtems 
f a i l i n g to meet s p e c i f i c a t i o n s or tolerances. Issued when no co r r e c t i v e action i s 
a n t i c i p a t e d ox i s possible. 

7. Record Series Fomiat(s) Ust all 

f e t te r Size 0 Microfilm 

^ e g a l S i z e D Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book O V M e o T a p e 

n Q l h . r (specify) 

8. RecoftJ Series Sequence 

}Q Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n fHh«r fapecifYl 

9. Vohjme 

^ File Drawor(8) 

• Microfilm Reel(s) 

• ComDUterTaoefs) 

Number 

n Olhor (apoclfvl 

7. Record Series Fomiat(s) Ust all 

f e t te r Size 0 Microfilm 

^ e g a l S i z e D Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book O V M e o T a p e 

n Q l h . r (specify) 

8. RecoftJ Series Sequence 

}Q Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n fHh«r fapecifYl 

10. Annual Accumulation 

g (F i l«Drawer(a) 

• Itilterofilm Reef(s) 

a Comouter Taoefs) 

Number 
0 other (specify) 

11. File is Used 

• Daily 0 Weekly • Monthly 0 Annually 

12. RIe Becomes Inactive After 

5 • Monthfsl X Yearfsl 

Number 

13. Current Location(s) (BIdg., Roor, Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

, 0 Yes S i No 

15. Access Restrictions (If Y e s , cite l.aw(s) & Regulalion(s) 

0 Yes Xl No 

16. Audit Requirements 

• None ^ Stale • Federal • independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

• Y e s X No 

18. Recommended Retention 

Retain i n o f f i c e for a minimum of 5 years 
then destroy. 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Date 

January 12, 2009 

D C S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised,record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

P A G E ^ O F 

1. Department/Agency 

MD Dept of Agri c u l t u r e 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

n P F l N l T i n N - R F C O R D RFRIES: A arouD of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Tille 

T r a c e a b i l i t y Reports (Laboratory) 
5. Eariiost YearfUtest Year 

Id 

6. Record Series Descnption (Brielly describe the types o( informatioiVdocuroenls/lorms found in the series. Include the purpose or (unction o( the series.) 

National I n s t i t u t e of Standards and Technology and Maryland Laboratory reports of 
tes t s and accompanying data, sheets required as proof of t r a c e a b i l i t y to na t i o n a l 
standards. v 

7. ReconI Series Fomiat(s) Ust all 

f e t t e r Size 0 Microfilm 

2^egal Size • Computer Tape 

• Audio Tape • Floppy Disk 

0 Bound Book D Vkleo Tape 

n Other (spacily) 

8. Record Series Sequence 

X Alphabetical 

• Numerical 

• ChrofKilogical 

• Geographical 

n nthflf(RpRfiif5/l 

9. Volume 

a*- File Drawer(8) 

• Microfilm Reel(s) 

0 Comouler Taoefs) 
Number 

n Other fspecHv) 

7. ReconI Series Fomiat(s) Ust all 

f e t t e r Size 0 Microfilm 

2^egal Size • Computer Tape 

• Audio Tape • Floppy Disk 

0 Bound Book D Vkleo Tape 

n Other (spacily) 

8. Record Series Sequence 

X Alphabetical 

• Numerical 

• ChrofKilogical 

• Geographical 

n nthflf(RpRfiif5/l 

10. Annual Accumulation 

g{ RIe Drawor(s) 

• Mterofilm Reel(s) 

• Computer Teoefs) 
Number 

0 other (specify) 

11. File is Used 

• Daily • Weekly • Monthly • Annually 

12. RIe Becomes Inactive After 

• Month(s) X Yearts) 

Number 

13. Current Location(s) (BIdg.,-Roor, Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

0 Y e s Xl No 

15. Access RestricliDns (It Yes , cite Law(s) & Regulation(s) 

0 Yea ^ No 

16. Audit Requirements 

• None 0 Slate D Federal D independent 

17. Is an Index System used? 11 yes, explain briefly and describe requirements 

0 Yes X No 

18. Recommended Retention 

Retain i n o f f i c e for the l i f e of the 
standard then destroy. 

19. Name and Tille of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 

21. Dale 

January 12, 2009 

D G S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised/ecord series. Fonivard 

with Records Retention Schedule (DGS 550-1) 

DEPARTIVIENT OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 
Instructions -Type or Print a separate form for 

each new or revised/ecord series. Fonivard 

with Records Retention Schedule (DGS 550-1) 

DEPARTIVIENT OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E 8 O F 

1. DepartmenVAgency 

MD Dept of A g r i c u l t u r e 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A o r o u D of related records nomiallv filed and used as a unit for reference as well as retention and disposition purposes. 
i. Record Senes Title 

Investigations A. General 

5. Eariiesl YearAjtast Year 

to 

6. Record Series Description (Briefly describe the types of infonnation/documenls/fonns found in the series, include the purpose or (unction of the series.) -̂

Consists of s e c t i o n i n i t i a t e d i n v e s t i g a t i o n s which may r e s u l t i n the development of 
regulations, changes of program emphasis, etc. F i l e d by i n v e s t i g a t i v e project. 

7. Record Series Fomiat(s) List all 

J^ellerSizo • Microrilm 

^ e g a l Size • Computer Tape 

• Audio Tape 0 Floppy Disk 

• Bound Book 0 Vkleo Tape 

n other (specify) 

8. Record Series Sequence 

] ^ Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n fMhftr rspncify^ 

9. Volume 

RIe Drawer(s) 

D Microfilm Reelfs) 

• Comouter Taoefs) 
Number 

n Other (specify) 

7. Record Series Fomiat(s) List all 

J^ellerSizo • Microrilm 

^ e g a l Size • Computer Tape 

• Audio Tape 0 Floppy Disk 

• Bound Book 0 Vkleo Tape 

n other (specify) 

8. Record Series Sequence 

] ^ Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n fMhftr rspncify^ 

10. Annual Accumulatkm 

Rto Drawerfs) 

• Mk;rofilm Reel(s) 

• Comouter Taoefs) 
Number 

0 Other (specify) 

11. RIe is Used 

D Daily Xweekly • Monthly • Annually 

1 Z RIe Becomes Inactive After 

5 • Monthfs) X Yearfs) 

Number 

13. Current Locatlon(s) (BIdg.. Roor. Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is ReconI Series Duplicated Elsev«here? (If yes. specify agency or offlce.) 

D Yes Xl No 

IS. Access RestncUons (If Y e s . cite Law(s) & Regulation(s) 

0 Yes ^ No 

16. Audit Requirements 

• None Xl Slate • Federal 0 Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

0 Yes X No 

Retain i n o f f i c e f o r 5 years then 
destroy. 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Date 

January 12, 2009 

D G S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 
Instructions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGR 9 OP 

1. Department/Agency 

MD Dept of Agr i c u l t u r e 
2. Division 

MAICS 
3. Una 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A group of related records normallv filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

Investigations B. Complaints 
S. Eariiest Year/Latest Year 

. t o . 

6. Record Series Description (Brially describe the types ol inlormation/documents/lomis lound in the series. Include the purpose or function of the series.) 

Consists of written i n v e s t i a t i o n reports completed as a r e s u l t of complaints 
o r i g i n a t i n g from outside sources (consumers, private i n d u s t r i e s , e t c . ) * 

7. Record Series Famiat(s) Ust all 

JXI-ettBr Size D Micronim 

^ e g a l Size • Computer Tape 

• Audio Tape ' ' • Roppy Disk 

• Bound Book • Video Tape 

• other (specily) 

8. Record Series Sequence 

X AlphabelKal 

• Numerical 

Q Chronological 

0 Geographical 

• Other (specify) 

^ RIe Drawor(a) 

• Microfilm Reel(s) 

• Computer Tape(8) 

• Other (specify) 

10. Annuat Accumulation 

RIe Drawer(s) 

• MKrorilm Reel(s) 

0 Computer Tape(s) 

0 Other (specify) 

11. RIe Is Used 

[?Dai ly 0 Weekly • Monthly • Annually 

12. RIe Becomes Inactive After 

• ' Month(a) X Year(s) 

13. Current Location(8) (BIdg.. Roor. Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series IXiplicated Elsewhere? (If yes, specify agency or office.) 

• Yes X) No 

IS. Access Restrictions (If Yes , cite l.aw(s) & Regulalion{s) 

• Yea Xl No 

16. Audit Requirements -

• None d^^tate • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requiraments 

• Yes X No 

18. Recommended Retention 

Retain i n o f f i c e f o r 5 years then 
destroy. 

19. Name and Tttle of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Date 

January 12, 2009 

D G S 650-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised/ecord series. Fonward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 
Instructions -Type or Print a separate form for 

each new or revised/ecord series. Fonward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E 1 0 O F 

1. Department/Agency 

MD Dept of Agriculture 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A qroup of related records nomnally filed and used as a un t for reference as well as retention and disposition purposes. 
4. Record Series Title 

Investigations C. Section/Inspector I n i t i a t e d 
5. Eariiesl Year /Utest Year 

to 

6. Record Series Description (Brielly describe the types o( inionnation/documents/fonns found in the series. Include the purpose or function of the series.) 

Consists of written investigations r e s u l t i n g from s t a f f i n i t i a t e d a ction on 
observed or suspected v i o l a t i o n s : not from external sources. 

7. ReconI Series Fonnat(s) Ust all 

55Lotler Size • Microfilm 

^ e g a l S i z e • Computer Tepe 

• Audio Tape D Floppy Disk 

0 Bound Book • Vkleo Tape 

n Other (specify) 

8. Record Series Sequence 

^ Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n othnr fspncify^ 

9. Volume 

^ Rio Orawor(s) 

0 Micranim Reel(s) 

0 Comouter TaDe(s) 

Number 
Q other (apecity) 

7. ReconI Series Fonnat(s) Ust all 

55Lotler Size • Microfilm 

^ e g a l S i z e • Computer Tepe 

• Audio Tape D Floppy Disk 

0 Bound Book • Vkleo Tape 

n Other (specify) 

8. Record Series Sequence 

^ Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n othnr fspncify^ 

10. Annual Accumulation 

g(RleDrawer(s) 

• Microfilm Reel(s) 

• ComDuler Taoels) 

Numher 
0 other (spodly) 

11. File is Used 

•Slaily D Weekly 0 Monthly OAnnuany 

12. RIe Becomes Inactive After 

3 • n Monlhfa\ X Yearfs^ 

Number 

13. Current Location(s) (BIdg., Roor, Room) 

5 0 Harry S Truman Parkway 
Annapolis, MD 2 1 4 0 1 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes XP No 

15. Access Restrictions (II Yes , cite Law(s) & Regulatlon(s) 

D Yes ^ No 

16. Audit Requirements 

• None Q^^tate • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

a Yes X No 

18. Recommended Retention 

Retain i n o f f i c e for 5 years then destroy 

19. Name and Tille o( Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

4 1 0 - 8 4 1 - 5 7 9 0 

21. Date 

January 1 2 , 2 0 0 9 

D G S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised_record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised_record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E 1 1 O F 

1. Department/Agency 

MD Dept of Agr i c u l t u r e 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A group of related records nomnally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

License Examinations and Fee Receipts 
5. Eariiest Yoar / l j tast Year 

to 

6. Record Series Description (Brielly desciitie the types of infonnation/dociments/fonns found in the series. Include the purpose or function of the series.) -'-

Consists of examinations taken during a s p e c i f i c year for re g i s t e r e d c a l i b r a t o r s , 
milk tester or r e g i s t e r e d c a l i b r a t o r / m i l k t e s t e r l i c e n s e s ; exam fee receipt i s 
attached to cpmpleted exam. Forms included are A p p l i c a t i o n f o r Registered 
C a l i b r a t o r s o^ Farm Milk Tanks, License Examination and Milk and F l u i d -Dairy 
Products Tester's Examination Supplement. 

7. Record Series Fomat(s) Ust aO 

f e t t e r Size • Microfilm 

^ e g a l Size 0 Computer Tape 

• Audio Tape D Roppy Disk 

• Bound Book D V k l e o T a p o 

n other lapMifyl 

8. Record Series Sequence 

X AlphabelKal 

• Numerical 

0 Chronological 

• Geographnal 

n other (anaclhrt 

9. Volume 

^ Rto Drawor(s) 

• Mk:n>rilm Reel(s) 

0 Comouter Taoefsl 
Number 

n other Isoecltvl 

7. Record Series Fomat(s) Ust aO 

f e t t e r Size • Microfilm 

^ e g a l Size 0 Computer Tape 

• Audio Tape D Roppy Disk 

• Bound Book D V k l e o T a p o 

n other lapMifyl 

8. Record Series Sequence 

X AlphabelKal 

• Numerical 

0 Chronological 

• Geographnal 

n other (anaclhrt 

10. Annual Accumulation 

g[RleDrawor(s) 

• Microrilm Reel(8) 

D Comouter Taoefsl 
Number 

• other (specily) 

11. RIe is Used 

• Daily 0 Weekly • Monthly • Annually 

12 RIe Becomes Inactive After 

3 n Monthfsl X Yaarfs) 

Number 

13. Current Location(s) (BIdg., Roor, Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series Duplicated Elsev»here? (II yes, specify agency or office.) 

• Y e s Xl No 

15. Access Restrictions (If Yes , cite Lmi{3) & Regulatlon(s) 

• Yes ^ No 

16. Audit Requirements 

• None ^ S t a t e • Federal • Independent 

17. Is an Index System used? If yes. explain briefly and descrit>e requirements 

• Yes X No 

18. Recommended Retention 

Retain i n o f f i c e for 3 years then 
destroy. 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Date 

January 12, 2009 

D G S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. FonA/ard 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 
Instructions -Type or Print a separate form for 

each new or revised record series. FonA/ard 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E 12 O F 

1. Depaitmenl/Agency 

MD Dept of A g r i c u l t u r e 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

License Applications Completed 
5. Eariiesl YaarAj les I Year 

6. Record Series Description (Briefly describe the types of infonnation/docunients/fonns found in the series. Include the puipose or function of the series.) 

Consists of completed applications denoting issuance of licenses f o r Registered 
C a l i b r a t o r s , Milk Testers and a combination l i c e n s e Registered C a l i b r a t o r / M i l k 
Tester. 

7. Record Series Ponnat(s) List all 

J^etter Size 

2^egal Size 

0 Audio Tape 

a Bound Book 

• other (specify) . 

• Microfilm 

• Computer Tape 

• Fkjppy Disk 

• Vkleo Tape 

8. Record Series Sequence 

X Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

^ Fihi 0rawer(s) 

• Micronim Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

FileDraworfs) 

• Mnrarilm Reel(s) 

• Computer Tape(s) 

• other (spodly) 

Numlier 

11. File is Used 

0 Daily • Weekly • Monlhly OAnnuany 

12. File Becomes Inactive After 

3 • Month(s) X Year(s) 

Number 

13. Cunent Location(s) (BIdg., Roor, Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is ReconI Series Duplicaled Elsewhere? (If yes, specify agency or office.) 

• Yes Xl No 

15. Access Restrictions (If Y e s , d i e Law(3) & Regulalion(s) 

• Yes \ No 

16. Audit Requirements 

• None Slate • Federal • Independent 

17. Is an Index System used? If yes. explain brielly and describe requirements 

• Yes X No 

18. Recommended Retention 

Retain i n o f f i c e f o r 3 years then 
destroy. 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Dale 

January 12, 2009 

D G S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised.record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised.record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E 1 .3 O F 

1. Department/Agency 

MD Dept of Agriculture 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Recard Series Title 

Purchase Orders and Invoices - A l l Objects 
5. Eariiest Year/Latest Year 

to 

6. Record Series Description {Briefly describe the types o( Information/documents/lonTis found in the series. Include the purpose or function of the series.) •'• 

Consists of section i n i t i a t e d purchase orders, completed invoices and re c e i v i n g 
reports for items/services obtained i n a s p e c i f i c f i s c a l year. 

7. Record Series Fomiat(s) List all 

JXLet lerSize • Microfllm 

^ e g a l Size 0 Computer Tape 

• Audio Tape • Floppy Disk 

0 Bound Book • Video Tape 

n other (sDocilvl 

6. Record Series Sequence 

X Alphabetical 

0 Numerical 

• Chronokigicai 

• Geographical 

n other (apocity) 

9. Volume 

^ RIa Drawer(s) 

0 Microrilm Reel(s) 

n Comouter Taoefsl 

Number 
n other fspeclfyl 

7. Record Series Fomiat(s) List all 

JXLet lerSize • Microfllm 

^ e g a l Size 0 Computer Tape 

• Audio Tape • Floppy Disk 

0 Bound Book • Video Tape 

n other (sDocilvl 

6. Record Series Sequence 

X Alphabetical 

0 Numerical 

• Chronokigicai 

• Geographical 

n other (apocity) 

10. Annual Accumulation 

<^ RIe Drawerfs) 

• Mterafilm Reel(s) 

n Computer Taoefsl 

Number 
• Other (specify) 

11. RIe is Used 

]Q Daily • Weekly • Monthly 0 Annually 

1Z Ble Becomes Inactive After 

4 n Monthfsl X Year(Bl 

Number 

13. Current Localion(s) (BIdg., Roor, Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

Q Y e s Xl No 

15. Access Restrictions (If Yes , cite Law(s) i Regulation(sj 

• Yes X) No 

16. Audit Requirements 

• None X Slate • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes X No 

18. Recommended Retention 

Retain i n o f f i c e f o r 4 years then 
destroy. 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Dale 

January 12, 2009 

D G S 550-4 (Rev. 1/93) 



Instaictions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maiyland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY Instaictions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maiyland 20794 

410-799-1930 

P A G E 14 O F 

1. Departmenl/Agency 

MD Dept of Agr i c u l t u r e 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A qroup of related records nomnally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

F i s c a l F i l e Budget Information 
5. Eariiesl Yeer/Latest Year 

to 

6. Record Series Descriplion (Briefly describe Ihe types of information/documents/fonm found in the series. Include the purpose or function of the series.) 

Consists of the Weights and Measures Section!s f i s c a l year ledgers and MDA budget 
prin t - o u t s . This f o l d e r would also have documents showing any fees received f o r 
l i c e n s i n g or\services rendered and a record of deposits ( C e r t i f i c a t e of Deposits) 

7. Record Series Format(s) Ust aD 

55.elter Size • Microlilm 

^ e g a l Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book OVkJeoTape 

O O l h e r (specify) 

6. Record Series Sequence 

Alphabetical 

0 Numerical 

• Chn>nok>glcal 

• Geographical 

n Other (soeci(v) 

9. Volume 

^ File Drawer(s) 

' • Mterolilm Reel(s) 

• Comouter Tapefal 
Number 

• other (aoecihrt 

7. Record Series Format(s) Ust aD 

55.elter Size • Microlilm 

^ e g a l Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book OVkJeoTape 

O O l h e r (specify) 

6. Record Series Sequence 

Alphabetical 

0 Numerical 

• Chn>nok>glcal 

• Geographical 

n Other (soeci(v) 

10. Annual Accumulatkjn 

5fHleOrawoi(s) 

• Mk:rofilm Reel(s) 

n Computer Tapefsl 
Number 

0 Other (spedly) 

11. File Is Used 

• Daily a Weekly 0 Monlhly • Annually 

12. File Becomes Inective After 

4 n Monthfs) X Yoai(a) 

Number 

13. Cuirent Locatlon(s) (BIdg.. Floor. Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series Duplicated Elsewhere? (1( yes, specily agency or o(rice.) 

• Yes Xl No 

15. Access Restrictions (If Yes, cile Law(s) S Rogulation(s) 

• Yes ^ No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. is an Index System used? If yes, explain briefly and descnbe requirements 

• Yes X No 

18. Recommended Retention 

Retain i n o f f i c e 4 years then destroy 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Dale 

January 12, 2009 

D G S 550-4 (Rev. 1/93) 



-i 

Instnjctions -Type or Print a separate form for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 
Instnjctions -Type or Print a separate form for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E 1 5 O F 

1. Department/Agency 

MD Dept of Agr i c u l t u r e 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A orouD of related records normallv filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

F i s c a l F i l e Budget Request and Preparation 
5. Eariiesl Year/Latest Year 

to 

6. Record Series Description (Brielly describe the types ol inlonnation/documents/lomis lound in Ihe series. Include Ihe purpose or function of Ihe aeries.) 

Consists of copies of section's request, departmental confirmation and r e s u l t s of 
General Assembly for separate f i s c a l years. Includes information r e l a t i v e to 
development of budget requests. 

7. Record Series fonnat(s) Ust all 

f e l l e r Size • Microlilm 

^ e g a l Size • Computer Tape 

0 Audio Tape • Roppy Disk 

0 Bound Book O V k l e o T a p e 

n Other fapecily) 

8. Record Series Sequence 

Alphabetical 

• Numerical 

• Chronological 

0 Geographical 

n Oth«r (.ipnclfyl 

9. Volume 

^ RIe Drewer(s) 

• Micronim Reel(s) 

• Comouter Tape(s) 

Number 
n other lapocHvl 

7. Record Series fonnat(s) Ust all 

f e l l e r Size • Microlilm 

^ e g a l Size • Computer Tape 

0 Audio Tape • Roppy Disk 

0 Bound Book O V k l e o T a p e 

n Other fapecily) 

8. Record Series Sequence 

Alphabetical 

• Numerical 

• Chronological 

0 Geographical 

n Oth«r (.ipnclfyl 

10. Annual Accumulation v 

RIe Drawer(a) 

• Mksrarilm Reel(s) 

• Comouter Teoefs) 

Number 

• other (specify) 

11. RIe is Used 

D Daily • Weekly D Monthly OAnnuany 

12. RIe Becomes Inactive After 

4 • Monthfs) X Yearfs) 

Number 

13. Cunent Location(s) (BIdg.. Roor, Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is ReconI Series Duplicated Elsewhere? (II yes, specify agency or ofTice.) 

• Yes Xl No 

15. Access Restrictions (11 Yes , cile Law(s) S Regulalion(s) 

0 Yes ^ No • 

16. Audit Requirements 

• None • Slate 0 Federal 0 Independent 

17. Is an Index System used? If yes, explain brielly and describe (equirements 

• Yes X No 

18. Recommended Retenlion 

Retain i n o f f i c e f o r 4 years then destroy. 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Date 

January 12, 2009 

D G S 550-4 (Rev. 1/93) 



Instaictions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instaictions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E 16 O F 

1. Department/Agency 

MD Dept of Agriculture 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A arouD of related records nomnallv filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

L e g i s l a t i v e F i l e Development anti Supporting 
Documents (Departmental/Section Regulations) 

S. Eariiest Year/L.atesl Year 

to 

6. Record Series Description {Briefly descritie Uie types of inlonnation/documents/forms found in Uie series. Include the purpose or function of the series.) 

Consists of any retained documents r e l a t i v e to regulations; may include r e s u l t s 
of section and other hearings. 

7. Record Series Formal(s) Ust aO 8. Record Series Sequence 9. Votumo 

X RIe Drawer{s) 

f e t t e r Size • Microfilm Alphabelteal 

• Microrilm Reel{s) 

• Computer Tape{s) 

J^egal Size • Computer Tape 

• Audio Tape • Floppy Disk 

0 Numerical 

• Chronological 

Number 

n Other faoecilvl 

• Bound Book • Video Tape 

• Other fSDscirv̂  

• Geographical 

• Other Isoeclhrl 

10. Annual Accumulation 

RIe Orawerfs) 

• Microfilm Reel(s) 

Number 

0 Computer Tapefs) 

• other (specily) 

11. RIe is Used 12. RIe Becomes inactive After 

0 Daily 0 Weekly 0 Monthly • Annually 6 
Number 

0 Month{s) X Year(s) 

13. Cun^nt Location{8) {BIdg., Roor. Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Sena 

0 Yes 

3 [>jplicated Elsewhere? {If yes. specify agency or office.) 

XP NO 

IS. Access Restrictions {If Y e s , cite Law{s) & Reeulation{s) 16. Audit Requirements 

0 Yes X) No • None • state • Federal • Independem 

17. Is an Index System used? If yes, explain briefly and describe requirements 

a Yes X No 

18. Recommended Retenflon 

Retain i n o f f i c e for 6 years then destroy. 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Date 

January 12, 2009 

D G S 550-4 {Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

With Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 
Instructions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

With Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E 17 O F 

1. Department/Agency 

MD Dept of Ag r i c u l t u r e 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A qroup of related records nomially filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series TiUe 

L e g i s l a t i v e F i l e Preparation/Supporting data and 
Testimony (Departmental B i l l s ) 

5. Eariiest Year/Latest Year 

to 

6. Record Series Description (Briefly describe the types of informatbn/documents/tonns found in the series. Include the purpose or function of the series.) 

Consists of a l l Weights and Measures b i l l s ; f i l e d by b i l l number and year. 

7. Record Series Format(s) U s l aD 

55LollerSize • Micronim 

J^egalSize D Computer Tape 

• Audio Tape • Floppy Disk 

a BouiuJ Book • Video Tape 

n Ottiar IspecHyi 

B. Record Series Sequence 

X Alphabetical 

• Numerical 

• Chronological 

D Geographical 

n OJhftr /Rpftfiifyl 

9. Volume 

¥ • Hie Drower(5) 

• Microfilm Reel(s) 

Q Comouter Taoefsl 
Number 

n Other (soBclfvl 

7. Record Series Format(s) U s l aD 

55LollerSize • Micronim 

J^egalSize D Computer Tape 

• Audio Tape • Floppy Disk 

a BouiuJ Book • Video Tape 

n Ottiar IspecHyi 

B. Record Series Sequence 

X Alphabetical 

• Numerical 

• Chronological 

D Geographical 

n OJhftr /Rpftfiifyl 

10. Annual Accumulation 

^ File Drawerfs) 

• Mkirorilm Reel(s) 

n Comouter Taoefsl 
Number 

0 other (specily) 

11. File is Used 

• Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

6 n Monthfsl X Yearfsl 

Number 

13. Current lu>cation(s) (BIdg.. Floor. Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series Duplicated Elsevifheta? (If yes, specify agency or ofTice.) 

• Y e s XP No 

15. Access Restrictions (II Y e s , cite Law(s) i Regulatlon(s) 

0 Yes X) No 

16. Audit Requirements 

Q None 0 State • Federal 0 Independent 

17. Is an Index System used? If yes, explain brielly and describe requirements 

• Yes X No 

IB. Recommended Retention 

Retain i n o f f i c e f o r 6 years then destroy. 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Date 

January 12, 2009 

D G S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E 18 O F 

1. Department/Agency 

MD Dept of Agriculture 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A qroup of related records nomially filed and used as a un I for reference as well as retention and disposition pijrposes. 
4. ReconI Series Title 

L e g i s l a t i v e F i l e Testimony on Regulations 
(non-departmental) 

5. Eariiesl Year /Utest Year 

to 

6. ReconI Series Descriplion (Briefly describe U ê types of infonnafion/documents/fonns found in the series. Include the purpose or function of the series.) 

Consists of any written testimony presented by Weights and Measures at public 
hearings of other state or f e d e r a l agencies, r e l a t i v e to regulations. 

7. ReconI Series Fonnat(s) Ust aa 

f e t t e r Size • Microfilm 

^ ^ e g a l Size D Computer Tepe 

• Audio Tape • Floppy Disk 

0 Bound Book • Vkleo Tape 

n Other faooclfvl 

6. Record Series Sequerwe 

X Alphabetical 

• Nuinerical 

• Chronological 

• Geographical 

n other fapecifvl 

9. Volume 

^ RIe Drawerfs) 

• Mterolilm Reel(s) 

0 Computer Tapefs) 

Number 
• Other (soeclfvl 

7. ReconI Series Fonnat(s) Ust aa 

f e t t e r Size • Microfilm 

^ ^ e g a l Size D Computer Tepe 

• Audio Tape • Floppy Disk 

0 Bound Book • Vkleo Tape 

n Other faooclfvl 

6. Record Series Sequerwe 

X Alphabetical 

• Nuinerical 

• Chronological 

• Geographical 

n other fapecifvl 

10. Annual Accumulatkin 

g^FileDieweits) 

0 Mterorilm Reel(s) 

n Computer Taoefsl 

Number 
• Other (specify) 

11. File is Used 

0 Daily D Weekly • Monlhly OAnnoally 

12 File Becomes Inactive After 

n Monthfs) X Yearfs) 

Number 

13. Current Location(s) (BIdg., Roor, Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series Duplicated Elsewhere? (If yea, specify agency or office.) 

0 Yes Si No 

15. Access Restrictions (11 Y e s , cite l jw (s ) & Regulalion(s) 

0 Yes 2^ No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. is an Index System used? If yes, explain brielly and describe requirements 

Q Yea X No 

18. Recommended Retenlion 

Retain i n o f f i c e for 6 years then destroy. 

19. Name and Tille of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Dale 

January 12, 2009 

D G S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

P A G E 1 9 O F 

1. Departmenl/Agency 

MD Dept of Agriculture 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A orouo of related records normallv filed and used as a unit for reference as well as retentiort and disposition purposes. 
4. Reconi Series Title 

L e g i s l a t i v e F i l e Testimony (non-departmental 
b i l l s ) 

5. Eariiest Y e a r / U t e s l Year 

to 

6. Record Series Descriptiort (Briefly descritie ttie types of information/documents/Iorms found in ttie series. Include the purpose or function of the series.) 

c o n s i s t of copies of any written testimony presented to the General Assembly on 
b i l l s other than Weights and Measures. 

7. Record Series Format(s) List all 

J^olter Size 0 Microfilm 

J^UegalSizo 0 Computer Tapo 

• A u d b Tape • Floppy Disk 

• Bound Book • Vkleo Tape 

n Other IsOBCllYl 

8. Record Series Sequence 

^ Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n Olhfir (sspecify^ 

9. Vokrme 

^ File Dravyer(s) 

• Microfilm Reel(s) 

• Comouter Taoefsl 
Number 

n other (soecllvl 

7. Record Series Format(s) List all 

J^olter Size 0 Microfilm 

J^UegalSizo 0 Computer Tapo 

• A u d b Tape • Floppy Disk 

• Bound Book • Vkleo Tape 

n Other IsOBCllYl 

8. Record Series Sequence 

^ Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n Olhfir (sspecify^ 

10. Annual Accumulation 

^ RIe Drawerfs) 

• Microrilm Reel(s) 

• Comouter Taoefsl 
Number 

0 other (specily) 

11. R e is Used 

• Daily • Weekly Q Monthly • Annually 

:t RIe Becomes Inactive After 

n Monthfsl X Yearfsl 

Number 

13. Current Location(s) (BIdg., Roor, Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Y e s X) No 

15. Access Restrictions (II Yes . cite Law(s) i Ro9ulation(s) 

• Yes Xl No 

16. Audit Requirements 

D None • State • Federal 0 Independent 

17. Is an Index System used? II yes, explain briefly and describe requirements 

• Yes X No 

18. Recommended Retention 

Ketain i n o f f i c e f o r 3 years then 
destroy. 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Date 

January 12, 2009 

D G S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E 20 O F 

1. Depailmenl/Agency 

MD Dept of Agr i c u l t u r e 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A group of related records nomnally filed and used as a un t for reference as well as retention and disposition purposes. 
4. Reconi Sones TiUo 

general O f f i c e Information niscellaneous 
5. Eariiesl Year/latest Year 

to 

6. Record Series Description (Briefly descritw tlie types of inforniation/documentsAomis found in ttie series. Include ITie puipose or function of the series.) 

consists of reports of accident/theft or i o s s , copies of accident review board 
cases, charge r e c e i p t s , inventory records and equipment records. 

r. Record Series Fomial(s) U s l all 

J^etler Size • Microlilm 

^ e g a l S i z e 0 Computer Tape 

• Audio Tope • Floppy Disk 

• Bound Book 0 Vkleo Tape 

n Other fsoecifvl 

8. Record Series Sequence 

' X Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n Other fapecifvl 

9. Vohime 

^ RIe Drawer(8) 

• Micronim Reel(s) 

• Comouter Taoefs) 
Number 

• Other (specify) 

r. Record Series Fomial(s) U s l all 

J^etler Size • Microlilm 

^ e g a l S i z e 0 Computer Tape 

• Audio Tope • Floppy Disk 

• Bound Book 0 Vkleo Tape 

n Other fsoecifvl 

8. Record Series Sequence 

' X Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n Other fapecifvl 

10. Annual Accumulation 

RfciDrawer(8) 

0 Microrim Reelfa) 

n Comouter Taoefs) 
Number 

• Other (spedly) 

11. RIe is Used 

0 Daily 0 Weekly 0 Monthly 0 Annually 

12. RIe Becomes Inactive After 

n Monthfs) X Yearts) 

Number 

13. Cunent Location(s) (BIdg., Roor, Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is ReconI Series Duplicated Elsewhere? (If yes, specify agency or ofllce.) 

0 Y e s Xl No 

IS. Access Reatrictions (II Y e s , cite Law(s) S Regulation(s) 

• Yes ^ No 

16. Audit Requirements 

• None 0 State • Federal 0 Independent 

17. Is an Index System used? If yes, explain brielly and describe requirements 

0 Yes X No 

18. Recommended Relftr^'jon 

Retain i h o f f i c e . screen annually ana 
aestroy material which has ceasea to nave 
administrative value 

19. Name and Tille of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Dale 

January 12, 2009 

D G S 550-4 (Rev. 1f93) 



Instaictions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 
Instaictions -Type or Print a separate form for 

each new or revised/ecord series. Forward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E O F 

1. Department/Agency 

MD Dept of A g r i c u l t u r e 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A group of related records nomially filed and used as a unit for reference as well as retention and disposition purposes 
4. Recort Series Title 

O f f i c e Personnel Information 
5. Eariiest Year/ l j test Year 

to 

6. Record Series Description (Brielly descritie the types of infonnation/dDcumonts/fonns found in the series. Include the purpose or function of the series.) 

Contains veh i c l e l o g copies, inspector summary sheets and time sheets. 

7. Record Series Fomial(s) Ust aH 

f e t t e r Size 

^ e g a l Size 

• Audio Tape 

• Bound Book 

• other (sp«ei fy)_ 

0 Microfllni 

• Computer Tape 

• Fkjppy Disk 

• Vkleo Tape 

8. Record Series Sequence 

}J AlphabelKal 

• Numerical 

• Chronological 

• Geographical 

• other (specify) 

9. Volume 

B»- File Drawer(s) 

• Micniram Reel(s) 

• Computer Tape(8) 

• Other (specify) 

10. Annual Accumulatk>n 

^ nie Oraweils) 

O Mterorilm Reel(s) 

0 Computer Tape(s) 

• Other (specify) 

Number 

11. File is Used 

• Daily • Weekly • Monthly • Annually 

12. RIe Becomes Inactive After 

3 • Month(s) X Yoar(s) 

Number 

13. Cunent (j}cation(s) (BIdg.. Roor, Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yea Sl No 

15. Access Restrictions (II Y e s , cite l.aw(s) & Regulation(s) 

• Yes Xl No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

• Yes X No 

16. Rerammended Retentkm 

Retain i n o f f i c e for 3 years then destroy. 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 January 12, 2009 

D G S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Fonward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

22 
P A G E ^ O F 

1. Department/Agency 

MD Dept of Agriculture 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A qroup of relat 3 d records normallv filed and used as a un for reference as well as retention and disposition purposes. 
4. Record Series Tille 

Weighing and Measuring Device Applications and 
C e r t i f i c a t e s 

5. Eariiest Year/Latest Year 

to 

6. Record Series Descriplion (Briefly describe the types of infonnalion/documents/fomis found in the series. Include the purpose or (unction ol the series.) 

contains copies of weighing and measuring device r e g i s t r a t i o n a p p l i c a t i o n s 
and c e r t i f i c a t e s . 

7. Record Series Fonnat(s) Ust all ' 

f e t t e r Size • Microfilm 

J^egal Size • Computer Tape 

• Audio Tepe • Floppy Disit 

• Bound Book • Video Tape 

n other (spocilyl 

8. Record Series Sequence 

Alphabelteal 

• Numerical 

• Chronoh>gical 

0 Geographical 

n other (specify) 

9. Vokime 

^ RIe Drawerfs) 

• Micronim Reel(8) 

• Comouler Taoefs) 
Number 

n nihor (npnclfvl 

7. Record Series Fonnat(s) Ust all ' 

f e t t e r Size • Microfilm 

J^egal Size • Computer Tape 

• Audio Tepe • Floppy Disit 

• Bound Book • Video Tape 

n other (spocilyl 

8. Record Series Sequence 

Alphabelteal 

• Numerical 

• Chronoh>gical 

0 Geographical 

n other (specify) 

10. Annual Accumulation 

gf File Orawer(s) 

• Micronim Roel(s) 

0 Computer Tapefs) 
Number 

• Other (specify) 

11. File is Used 

D Daily • Weekly • Monlhly • Annually 

12. File Becomes lnac«ve After 

4 0 Monthfs) X Yearfsl 

Numlwr 

13. Current Location(s) (BIdg.. Roor. Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes No 

15. Access Restrictions (11 Yes. cite Law(s) & Regulalion(s) 

• Yes ^ No 

16. Audit Requirements 

• None • State 0 Federal • Independent 

17. Is an Index System used? If yes, explain brielly and describe requirements 

• Yes X No 

18. Recommended Retenlion 

Retain i n o f f i c e for 4 years then 
destroy. 

19. Name and Tttle of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Date 

January 12, 2009 

D G S 550-4 (Rev. 1/93) 



Instaictions -Type or Print a separate fonn for 

each new or revised/ecord series. Fonward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 
Instaictions -Type or Print a separate fonn for 

each new or revised/ecord series. Fonward 

with Records Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

P A G E 2.3 O F 

1. Depaitmenl/Agancy 

MD Dept of Agriculture 
2. Division 

MAICS 
3. Unit 

Weights and Measures 

DEFINITION - R E C O R D SERIES: A group of related records normally filed and used as a un t for reference as well as retention and disposition purposes. 
4. Rocord Sories Title 

Service Agency and Service Technician 
Registration Information 

5. Eartiest Year/Latest Year 

to 

6. Record Series Description (Briefly describe lite types ol inlonnation/documents/forms found in (he series. Include the purpose or function of the series.) 

Contains a p p l i c a t i o n s , t e s t s , reports of test for equipment and various forms for 
each Service Agency and Technician. 

7. Reconj Series Fomiat(s) Ust aU 

J^ettar Size • Microfilm 

^ e g a l Size • Computer Tape 

• Audio Tape • fHoppy Disk 

• Bound Book • Vkleo Tape 

n other fsoecifvl 

8. Record Series Sequence 

yi Alphabetical 

a Numerical 

• Chronological 

• Geographical 

n Othftr /spflclfy) 

9. Volume 

^ File Drav>er(s) 

0 Mterofilm Reel{s) 

• Comouter Taoefsl 
Number 

n Other fspacllvl 

7. Reconj Series Fomiat(s) Ust aU 

J^ettar Size • Microfilm 

^ e g a l Size • Computer Tape 

• Audio Tape • fHoppy Disk 

• Bound Book • Vkleo Tape 

n other fsoecifvl 

8. Record Series Sequence 

yi Alphabetical 

a Numerical 

• Chronological 

• Geographical 

n Othftr /spflclfy) 

10. Annual Accumulatkin 

File Drawer(s) 

• Micralilm Reel(s) 

n Comouter Taoefsl 
Number 

• Other (specily) 

11. File is Used 

• Daily ] ^ Weekly • Monthly • Annually 

12. File Becomes Inactive After 

n Month(sl X Yearfsl 

Number 

13. Cunent tj>cation(a) (BIdg., Floor, Room) 

50 Harry S Truman Parkway 
Annapolis, MD 21401 

14. Is Record Series Duplicated Elsewhere? {If yes, specify agency or olTice.] 

• Yes No 

15. Access Restrictions (II Yes , cite U w ( s ) & Regulation(s) 

D Yes Xl No • None 0 State • Federal • Independent 

17. Is an Index System used? If yes, explain biiefiy and describe requirements 

• Yes X No 

18. Recommended Retention 

Retain i n o f f i c e . Screen annually and 
destroy material which has ceased to have 
administrative v a l e . 

19. Name and Title of Preparer 

Richard W. Wotthlie 
Chief, Weights & Measures 

20. Telephone Number 

410-841-5790 
21. Date 

January 12, 2009 

D G S 550-4 (Rev. 1/93) 


